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VfAR      FOOD  ADlilNISTRATION 
OFFICE.  OF  DISTRIBUTION 
Ir/ashington,  D.  C. 

SPECIAL        ST  I  ON  LIST 
J  for 

PAYROLL  CLFRIv  POSITIONS 

The  following  list  of  suggested  items  is  offered  as  an  aid  to  position  classifiers 
in  auditing  and  evaluating  payroll  clerk  positions.     Few  positions  will  re^^uire 
answers  to  all  the  Questions,    All  are  included  in  this  list  to  make  sure  that 
every  imoortant  part  of  a  payroll  Clerk  position  is  credited  in  determining  the 
classification  and  grade  level  of  the  position.     If  any  Question  does  not  apply, 
it  should  be  ignored. 

Indicate: 


1.  Extent  of  responsibility  for  work  involvinr  other  than  strictly  payroll 
duties,,  such  as  maintenance  of  time  and  leave,  and  retirement  records, 
or  maintenance  of  accounts  for  war  bond  allotments, 

2.  Scope  and  variety  of  duties;  specifically  whether  they  include  actual 
responsibility  for  the  independent  preperftion  of  payrolls,  the  main- 
tenance of  pa^/Toll  records,  the  preparation  of  schedules  to  accompsny 
payrolls,  and  the  making  of  necessery  computations,  all  renuiring  the 
application  of  pertinent  federel  laws,  rules,  regulations  and  decisions. 

3.  Extf=nt  to  which  official  authorization  documents  relating  to  all  types  of 
personnel  actions  are  reviewed,  and  for  what  purpose. 

4.  Responsibility  for  maintenance  of  payroll  accounts  according  to  the 
Individual  Earnings 'Reuui'd  ■ibysleiii,  thb  aucouiits — rrrcludinT  such  it^ms  as 

basic  pay,  adjustments  in  oay,   overtime  pay.  Victory  and  income  tax  de- 
ductions, war  bond  allotments,  retirement  decuctions,  end  net  pay. 

5.  Participation  in,  end  responsibility  for,  the  preparation  of  reoorts  end 
correspondence  coverinp:  ell  phases  of  the  work. 

6.  Knowledge  required  of  a  variety  of  government  forms,  as  to  the  ouroose  of 
the  forms,  the  information  to  be  furnished  on  them,  the  number  of  copies 
to  1)6  prepared,  and  the  persons  or  offices  to  vhich  they  are  to  be  sent 
periodically. 

7.  Variety  of  types  of  employees  of  the  Agency,  as,  permanent,  temporary, 
war  service,  per  annum,  per  diem,  when  actually  emoloyed,  part  time,  etc. 

8.  1"Jhether   incumbent  serves  as  the  bonded  certifying  officer  for  the  depart- 
ment or  independent  establishment  with  respect  to  payrolls, 

9.  Nature  and  purpose  of  contacts  with  others,  a s  in  giving  out  information 
or  in  the  assembling  and  procf^ssing  of  payroll  data.  Describe  any  field 
trips  made,  their  purpose,  and  thr  time  devoted  to  them. 
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I'jxtcnt  of  authority  to  maI:o  fin?.l  decisions^  to  raal:c  reconriiendations 
YJ"hich  result  in  adiainistrativc  action;,  qr  to  represent  the  office  in 
conferences  -and  meetings. 

Responsibility  for  developing  imd  establishing^  or  for  adai^ting;,  payroll 
procedures 5  forns^  and  systems. 

Degree  of  independence  of  operation,  vfith  respect  to  instructions  re- 
ceived and  reviev;  of  work,  ,  Indicate  the  kinds  cf  questions  on  i^hich 
superiors  are  consulted. 

Responsibility  for  supervising  the  TOrk  of  others.     Indicate  the  title 
and  classification  grade  of  each  position^  and  the  name  of  the  incumbent. 
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A  R    FOOD  ADMINISTRATION 
OFFICE  OF  DISTRIBUTION 
Wr.shington^,  D.  C. 

SPECIAL  QUESTION  LlST 
■    ■  -fo'j,  '  ■ 

PROPERTY  &  SUPPLY  CLERK  POSITIONS  , 


The  following  list  of  suggested  items  is  off ered  ns  r.n  aid  to  position  classifiers 
.in  auditing  and' evaluating  Property  and  Supply  Clerk  position's.    Feiv  positions 
Tdll  ■require  ansv;ers  to  all  of  the  questions.    All  arc  included  in  this  list  to 
m,':'J:c  sur^  that  every  important  part  of  a  Property  md  Supply  Clerk  position  is 
credited  in  determining  the  classif location  and  grade  level  of  the  position.  If 
tmy  question  docs  not  ^pply^  it  should  be  ignored. 

Indicates :    '  "  ^  '  \  ,  '  , 

1.  Vj.riet.v  of  classes  of  m.aterials^  supplies ^  and  equipment  (as  defined  in 
tho  Federal  Stock  Catalog)  that  arc  received^  distributed^  ond  con- 
trolled.   Give  an  estimate  of  the  total  dollar  vn.lue  involved^  and  ojn 
indication  of  stock  turnover  rate. 

2.  Huriibcr  of  offices  and  locations  to  which  material  is  furnished  and  the 
variety  of  demands  for  service. 

3.  Different  kinds  of  duties  performed  in  the  office,  such  as  posting  to 
property  records,  filing,  receiving  and  revievmig  requisitions,  tricing 
inventories,  negotiating,  conducting  correspondence,  expediting,  super- 
vising, or  m.aking  property  surveys.     If  more  then  one  kind  of  vrork  is 
done,  indicate  the  amount  of  time  devoted  to  each.    Point  out  any 
problems  or  difficulties  involved,  end  vrhat  Imoy/ledges ,  skills  and 
experience  are  required  to  resolve  the  difficulties, 

A.    I'liith  \7hom,  and  for  T;hat  purpose,  persono.l  contacts  arc  made.  Give 

particular  attention  to  the  conducting  of  property  surveys  in  the  field, 
serving  as  a  member  of  a  review  board,  giving  out  information,  advising 
and  assisting  in  the  installation  of  property  control  systems,  ejid  ne- 
gotiating for  the  transfer  or  disposition  of  surplus  equipment. 


5.  P-articipation  in  the  preparation  of  correspondence  and  reports ,  arid 
the  purposes  of  such  docuraents. 

6.  Authority  to  make  rccom!ucndn,tions  .  or  final  decisions  with  respect 
to: 

-  acceptability,  of  requisitions 

-  availability  of  supplies 

-  feasibility  of  repairs  to  equipment 

-  availability  and  use  of  substitute  materials 

-  disposal  or  transfer  of  property 

-  procedures  to  be  follov;>.d  in  the  vrork 

-  record  system  to  be  used 

-  production  schedules  to  be  m.et  on  assigned  vrork 
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7.  Exercise  of  originality  or  ingenuity,  as  in  developing  uniform 
property  accountability  systems  for  activities;  devising  policies  and 
procedures  for  the  operation  of  a  system;  preparing  corrospondcncc, 
circular  letters  and  instruction  manuals;  or^  in  applying  and  inter- 
preting regulations  J  decisions^  and  procedures  governing  the  procure- 
ment and  supply  work  of  the  organization. 

8.  From  vAom  supervision  is  received^  and  the  nature  of  that  supervision. 
Indicate  hovf  assignments  are  received^  the  kind  of  instructions  given 
vj'ith  assignments 5  and  the  nature  of  checks  on  work  in  progress.  Point 
out  v/ho.t  reviev\r  is  made  of  completed  work,  and  vdaat  types  of  questions 
are  referred  to  the  supervisor  for  decision  or  discussion. 

9.  Employees  supervised.     Indicate  the  title  and  classification  grade 

of  each  position^  end  the  nrjne  of  the  incumbent.     Describe  the  mcanner 
in  vThich  supervision  is  exercised,,  and  v/hat  problems  of  planning^ 
coordination  and  control  exist. 


U  A  R    F-  0  0  D       D  i.;  I  N  I  S  T  R  A  T  I  0  H 
OFFICE  OF  DISTRIBUTION 
ii7ashington J  D.  C . 

■SPECIAL  (QUESTION  LIST 
for 

FISCAL  AQGOUNTINCi  Sc  AUDITING  CLERK  POSITIONS 


The  follovring  list  of  suggested  items  is  offered  r.s  -"n  "id  to  position  cl,?.ssif icrs 
in  r.uditing,  r.rid  C:vr.l.ur.ting  Fiscal  Accomting  and  Auditing  Clerk  positions.  Few 
positions  will  require  answers  to  all  of  the  questions.     All  are  included  in  this 
list  to  najco'  sure  -that  every  important  part  of  a  Fiscal  .:i.ccounting  rnd  Auditing 
Clerk  position  is  .credited  in  determining  the  classification  and  grade  level  of 
the  position.     If  any  question  does  not  apply^  it- should  be'  ignored. 

Indicate;.  ;r  -j.^--;.. ^^■ 

1.    -The  percentage  of  totrJ,  vrorking  time  spent  on  clerical-accounting 
workj  , .  Indicate    for  oxariiple : 

-  Responsibility  for  k^^cping  a  financi'-JL  record;,  ledger^ 
or  book -,of  ., account.     Describe'  the- TGcord^,  e", g.  ^  general 
_ ledger 3  i  alio taent  ledger^  cash  control  book^  etc.;,  and 
the  types  of  docuiaents  from  vrhich  postings  arc  made.  In- 
dicate the  number,  of:  accounts  to  vfhich  postings  are 
made^  and '.the  number  of  ■  ajopropriations  involved. 

-  The  variety  of  accounting  tasks  performed;,  such  as 
posting^  reconciling  and  adjusting;,  taking  trial  bal- 

■  .  anccsj  prep-aring  regtilar  .''nd  special' reports  and 
.statements;;  coding;,  -rnd  scheduling.   -Indicate  the  ap- 
pro:cimate 'Omount  of  time  -devoted  to  each  phase. 
.      ■     -  All  .r;ccQunting'  forms  worked  vrith.     Shovr  the  use  that 
.is  made  of  them/  why  they  are  referred  to. 

-  All  machines  used  in  the  vrork.     Indicate  the  percentage 
of  time -spent  in  oper&ting  each, 

'    ,  .      ^  Res.ponsibility  for  preparing  reports.    Give  particular 

■  attention  to  the  nature  and  purpose  of  the  reports ^  both 

regular  and  special,  the  variety  of  reports,  the  varied 
, ■  sources  of  information  consulted,  and- the  extent .  of 
analysis  required  of  the  books  of'  account.  Indicate 
Y/hether  this  responsibility  is  shared  by  others  in  the 
■  of fic-e,';  end,  if  so^  how.  ■—''■.■.'. 
■  —  Particip-ation  in  the  development  and  establishment  of 
-accounting  forms,  systems,  and  procedures.  Point 
out  elements  of  origin-ality  or  crcativeness. 
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2.  The  percentage  of  total  rrorking  time  spent  on  clerical-^uditin^  i,7ork. 
Indicate for  cxaauplo: 

-  The  t.y-po  and  variety  of  vouchers  audited,  c.g.^ 
L'iscelldXLCOus  Purchases  (103A),  Travel  (1012), 
.advertising  (105A-);  ?nd  others.     Indicate  the 
amount  of  time  spent  on  each. 

-  The  stops  folloYfod  in  exoxiining  the  vouchers.  Shor/ 
y.fhat  it  ens  are  checked^  vj-hat  rules,  regulations^  and 
decisions  ar^  applied,  and  ivhat  kinds  of  problems 
are  met, 

-  The  number  of  appropriations ,  and  their  liiaitations , ' 
involved  in  the  audit  process;  also.^  the  number  rnd 
variety  of  contracts. 

-  uosponsibility  for  preparing  correspondence  in 
connection  v-rith  GAO  suspensions  or  disallovrajiccs  and 
with  claiiiis  of  individual  employees  cud  contractors. 
Describe  some  tyipical  problems  rand  the  vray  they  were 
handled.     Indicate  the  amount  of  tiiae  devoted  to 
this  work. 

-  Authority  to  act  as  a  Certifying  Officer  for  the 
organisation,  v;ith  respect  to  payrolls  and  all  types 
of  vouchers. 

-*  Responsibility  for  interpreting  contract  terms  ^'Jid 
conditions  in  deterraining  the  legality  and  vrlidity 
of  vouchors. 

3.  The  nature,  purpose,  ?nd  frequency  of  contacts  vrith  others. 
Indicate  v/ith  vrhom.  they  are  made,  hovj-  they  are  made,  ond  for 
vrhat  purpose  they  arc  made.     Illustrate  authority  to  give  out 
information,  or  to  othcnTisc  represent  or  commit  the  office. 
Describe  the  problems  arising  in  such  relationship s. 

/f.     From  vrhom  supervision  is  received,  and  the  nature  of  that 

supervision.     Indicate  hov;  assigni'ients  arc  received,  the  kind 
of  instructions  given  v/ith  assignments,  oxid  the  nature  of 
checks  on  vvork  in  progress.    Point  out  lA^hat  rovicvj-  is  made  of 
completed  work,  end  \xh?.t  types  of  questions  are  referred  to  the 
supervisor  for  decision  or  discussion, 

5.     Employees  supervised.     Indicate  the  title  and  classification  grs-dc 
of  each  position,  o.nd  the  nai\u  of  the  incumbent.     Describe  the  man- 
ner in  which  supervision  is  exercised,  and  vfhat  problems  of  planning, 
coordination,  and  control  exist. 


"J  A  R    FOOD    A  p,  li  I  N  I  3.1  -il  A  T.  10  II 

OFFICE  OF  DISTRIBUTiOlI_;V  "'''7    ■  ' 
'  ■.  'Jashington';  D.  ,C.. 

SPECIAL  QUESTION  LIST 

.  .  for 

\  '■'  '       ■    -     ii^ILj  FILE^  Ai-^D  RECORD  CLEHIi  POSrridNS  . 

The  foii-Dtning  list"  of  suggested  itcms^  is  offered  c.s  an  aid  to  position  classifiers 
in  auditing  and ■  evaluating  M'ail^  File^  and  Record  Clerk  positions.     Fcvr  positions 
T'.oll  require  ansy;ers  to  all  of  the  questions.    All  are  included  in  this  list  to 
rnd'.ic'  sure  that-  every  importaait"  part  of  a  K^ilj  File  'a,nd  Record  Clerk  position  is 
credited  in  determining  the  classifica.tibn  and  grade  level  of,  the  , position.  If 
•any  •question  does  not  apply-j  -  it  should  be  ignored.  " 

Indic-ato: 

1.  'rariety  of  -.Tork  activities,  for.  exoj;i|Dle,  receiving  and  sorting^  clas- 
sifyingj  searching,  folloTYing  up 'and  expediting,  .  routing^  dispatching, 
vreighing  and  staniping,  indexing,  briefing,  revising  systems,  supervising, 
Shov;  the  percentage  of  time  spent  on  each  operation. 

2.  Filing  system  used,  as  to  type.    Indicate' TJ-hethor^  it ,  is  a 'numerical, 
rj.phabcticar,  chronological^  geographical,  Derrcy  ..Decinio.l, ,  or  other  subject 

-  system,     bescribo  the  organization  of  the  files,  and  give  some  indication 
of  the  size  of  the  files. 

3.  In  classifying,  the  'r:ind  of  material  v^hich  is  classified,  i.e.,  maps, 
design  plans,  f ing^-rprints,  corrcspondonccj  and  the  variety  of  their 
sub.ject  matter  content.     Indicate,  also,  the  number  of  file  classifica- 
tions that  are  used,  and  amy  problems  or  difficulties  that  arise  in, 
this  phase  of  the  vrork. 


A-.     Li  searching,  v;hat  is  searched  for,  vrherc  the  searching  is  done,  i.e., 
-.Tithin  the  office,  throughout  the  Bureau,  Yard,  etc.,  or  in  an  outside 
agency;  and  the  frequency  v/ith  v;hich  such  assignments  are  received. 
Point  up  typical  problems  vfhich  are  m.et  in  this  v.-ork,  cxid  r.-h-at  is  done 
about  them. 


5.  In  routing,  th^  normal  number  of  destinations  for  the  mail,  and  the 
average  volume  of  mail  processed  vreekly.  Indicate  any  difficulties 
found  in  this  v;ork,  such  as  those  arising  from  expediting  activities, 

6.  Responsibility,  for  the  reviev  of  outgoing  mail.     Indicate  the  -Qurpose 
of  the  revicvr,  and  authority  to  make  corrections  or  to  s^nd  th^  mail 
back  to  th^  originating  office  for  revision. 

7.  V.'ith  v.-hom .  outside  the  office,  contacts  arc  made,  end  ho'.v  they  are  made. 
Describe  clearly  th^  frequency  -dth  vrhich  such  contacts  occur,  oiid  the 
purpose  of  the  contacts. 
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8,  Authority  to  give  out  information,  cither  in  person  or  over  the  tele- 
phone.    Indicate  the  kind  of  information  transmitted  and  V'rfiere  and  hovr 
easily  it  is  obtained.     Shov;,  particularly,  in  v^hat  instances  .1  udgmcnt 
or  discretion  is  required,  as  in  passing  out  confidential  or  secret 
information. 

9.  Participation  in  the  planning  gjid  development  of  mail  and  file  pro- 
cedures.   Cite  specific  cases  of  rcQommcndations  or  decisions  made 
vjhich  resulted  in  chrjiges  in  the  mail  or  file  system,  or  in  the  vjay  in 
vjhich  the  work  is  done.    Describe  any  vrark  involving  responsibility 

♦  for  the  installation  of  a  ncvr  mail  or  file  organization. 

i.0,     ii'Jhat  manuals,  bulletins,  vrrittcn  instructions,  and  similar  material 
exist  as  guides  for  the  Txork.     Indicate  in  what  respects  such  staji- 
dard  guides  o.rc  not  applicable , and  what  adaptations  must,  consequently, 
be  mado» 

11,  From  vThom  supervision  is  received,  and  the  nature  of  that  supervision. 
Indicate  hovr  assignments  are  received,  the  kind  of  instructions  given 
vj-ith  as&ignmonts,  and  the  nature  of  checks  on  vrork  in  progress.  Point 
out  vrhat  revicv/  is  mr.de  of  completed  vrork,  and  v/hat  types  of  questions 
are  referred  to  the  supervisor  for  decision  or  discussion. 

12,  Bmployecs  supervised.     Indicate  the  title  and  classification  grade  of 
each  position,  and  the  nnmc  of  the  incumbent..  Describe  the  manner  in 
Y/hich  supervision  is  exercised,  and  what  problems  of  plcuining,  coordina- 
tion, and  control  exist. 


V/  A  R    FOOD    A  D  i:  I  I."  I  S  T  K  A  T  I  0  K 
OFFICE  OF  DISTRIBUTION 
v/ashingtorip  D.  C. 

'  ,     ■   _  :  '  .         ;       SPECIAL  (^UESTIOIi  LIST'',     ,  ' 

for 

STATISTICAL  CLERK  POSITIONS 

The  following  list  of  suggested  items  is  offered  as  an  aid  to  position  classifiers  in 
auditing  and  evaluating  statistical  clerk,  positions. ',  Few  :pasitions  vdll  require  ans- 
wers to  all  the  questions.    All  are  included  in  this  list  to  nal:e  sure  that  every 
ijiiportant  :part  of  a  Statistical  Clerk  position  is  credited  in  deterniining  the  classi- 
fication and  grade  :  level  of  the  position,-    If ,  any.  question  does  not  apply;,  it  should 
be  ignored.        ,,  -    ,  , 

Indicate:  ■  ,  -:  ■      -  ■•  "ie., 

.1.    Nature  : of  the  statistics,  -as  to- the  purpose. 'they  serve^  the  subject  matter 
.  -  •    ,  :    involved^  and  the  form  in  which  the;  data  is  received. 


2.  Equipment  used,  for  example adding  and-  calculating  machines slide  rules. 

3.  Responsibility  for  selecting  data.     Indicate  sources,  including  operating 
records,  and  problems,  as  in  converting  and  interpreting. 

A.    Responsibility  for  tabulating  data.     Indicate  categories,  grouping  problems, 
sources, 

5.  Responsibility  for  verifying.     Indicate  methods  and  procedure  followed. 

6.  Responsibility  for  coding.     Indicate  the  character  and  variety  of  codes, 
speed  required,  and  the  extent  of  standardization, 

7.  Responsibility  for  revievfing  data  and  schedules.     Indicate  the  purpose  of 
the  review,  and  action  taken  on  discrepancies, 

8.  Responsibility  for  presenting  date.     Describe  tables,  charts,  maps,  diagrams, 
graphs  prepared;  and  indicate  responsibility  for  sach  mc.tters  as  headings  or 
e:cplanatory  texts, 

9.  Responsibility  for  collecting  data.     Indicate  methods  used,  guidance  received! 
and  problems  involved. 

10.  Responsibility  for  ansxYerim?.  inquiries.     Indicate  sources  of  information,  and 
nature  of  interpretations  given  v;ithout  reference  or  review, 

11.  Responsibility  for  devisinj?  forms,  formulas,  and  presentations:  and  for  de- 
termining statistical  clerical  methods  to  be  used, 

12.  special,  elements .  tf  difficulty  or  responsibility,  due  to  unusual  equipment, 
technique  or  methods  used,  or  special  subject-matter  knovdedge  required. 
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13.     Nature  and  purpose  of  personal  contacts.     Indicate  with  vfhom  such  con- 
tacts occur  and  what  is  accoraplished  through  the  contacts. 

lA.     Nature  of  statistical  computations,  as  means mode^  median,  frequency- 
distribution,  standard  deviation,  quartile  deviation,  coefficient  of 
variation,  scatter  diagrams,  linear  correlation. 

15.  Responsibility  for  interpreting  statistical  data, 

16.  From  V'fhom  supervision  is  received,  and  the  nature  of  that  supervision. 
Indicate  how  assigni'aents  are  received,  the  kind  of  instructions  given 
with  assignments,  and  the  nature  of  checks  on  vrork  in  progress.  Point 
out  Yiha.t  revieiv  is  made  of  completed  work,  and  what  types  of  questions 
arc  referred  to  supervisor  for  decision  or  discussion. 

17.  Employees  supervised.     Indicate  the  title  and  classification  grade  of 
each  position,  and  the  name  of  the  incumbent.     Describe  the  manner  in 
which  supervision  is  exercised,  and  xThat  problems  of  planning,  coordina- 
tion, and  control  exist. 
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WAR    FOOD    A  D  I.:  I  i:  I  S  T  R  A  T  I  0  N 
OFFICE  OF  DISTRIBUTION 
V/ashingtori;;  D.  C. 


■SPECIAL- WUESTIOi;"  LIST 
for 

■  TABULATING  EQUIP1J^1-!T  OPERATOR  POSITIONS 


The  follovj-ing  list  of  saggostcd  itoj.is  is  offered  ^-s  osi  aid  to  position  classifiers 
in  auditing  and  evaluating  tabulating  cquipnent  operator  positions.    Fey;  positions 
vj-ill  require  ansvrcrs  to  all  of  the  questions.     All  are  included  in  this  list  to 
nai:o  sure  that  every  important  part  of  a  Tabulating  Equipment  Operator  position  is 
credited  in  dcternining  the  classification  and  grade  level  of  the  position.  If 
any  question  does  not  apply^  it  should  be  ignored. 

Indicate: 

1.  Subject  matter^  and  kind  and  variety  of  data  tabula-ted,  such  as  vouchers, 
encumbrances;,  payrolls;,  construction  employment  da.ta^  personnel  data. 

2.  Kind  of  equipment  used,  as  alphabetic  key  punch,  numeric  key  punchy, 
electricaJ.  printing  and  listing  tabulators,  sorters,  verifiers,  repro- 
ducers, gang  punches, 

3.  Form  in  vdiich  data  is  received,  v;ith  particular  reference  to  the  amount 
of  uncoded  data. 

U'    Kind  and  variety  of  work  operations,  for  example,  operating  machines  in 
punching,  verifying,  sorting,  interpreting,  collating,  tabulating, 
changing  controls,  wiring  plugboards,  checking  tabulations,  filing  or 
maintaining  punch  card  files,  making  minor  repairs, 

5.  Ektent  of  responsibility  for  v/iring  or ,  re-wiring  plug-boards,  (indicate 
frequency  of  re-'v-,dring,  and  describe  operations  for  v/hich  wiring  is  done) 

6.  Responsibility  for  devising  iiew  codes,  determining  machine  methods  to  be 
used  for  special  tabulations,  designing  forms  and  punch  cards,  devising 
procedures,  preparing  diagramniatic  instructions,  arranging  data. 

7.  Responsibility  for  keeping  control  records. 

o.     Special  difficulty  elements,  such  as  consequence  of  error,  absence  of 

diagra;;imatic  instructions  for  vfiring  or  re-wiring,  need  for  knovfledge  of 
special  subject  matter,  as  of  the  accounting  or  statistical  procedures. 
Describe. 


9. 


Contacts  vdth  others.     Indicate  with  whom  they  are  made,  for  what  purpose 
and  the  amount  of  total  vrorking  time  spent.    Describe  any  special  ad- 
visory v:ork,  or  field  trips. 


From  whom  supervision  is  received^  asid  the  nature  of  that  supervision. 
Indicate  how  assignments  are  received^  the  kind  of  instructions  given 
\7ith  assignments,  and  the  nature  of  checks  on  work  in  progress.  Point 
out  rdiat  revieir  is  made  of  completed  vrork^  and  v^hat  types  of  questions 
are  referred  to  the  supervisor  for  decision  or  discussion. 

EiTqoloyees  supervised.  Indicate  the  titles  and  classification  grade  of 
each  position,  and  the  naiiie  of  the  incumbent. 
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■  SPEC  lAL  CiUESTlOi:  LIST 
for 

'  TYPIST  A^:D  CLERK' TYPIST- POSITIONS  V  ■ 

The  f olloviing  list  of  suggested  itens  is  offered  as  an  aid  to  position  classifiers 
in  auditing  and  evaluating  typist  and  clerk  typist  positions.    Fev:  positions  will 
require  ansvrers  to  all  the  questions.    All  are  included  in  this  list  to  make  sure 
that  every  important  part  of  a  Typist  and  Clerk  Typist  position  is  credited  in 
determining  the  classification  and  grade  level  of  the  position.     If  any  question 
does  not  apply^  it  should  be  ignored. 

Indicate: 

1.  The  nature  of  the  material  tyioed  from.    Point  out;,  for  example,  v^hether 
the  typing  is  done  from  plain  copy  or  clean  rough  draft,,  from  charts  and 
tabulations 5  or  from  involved  or  complicated  rough  draft.    Give  the  ap- 
proximate percentage  of  total  working  time  devoted  to  each  kind  of  typing. 

2.  Vilhat  is  typed;  for  example,  cards  forms,  letters,  memoranda,  reports, 
charts,  tabulations,  or  bulletins. 

3.  Problems  or  difficulties  arising  in  typing.     Indicate  problems  of  count- 
ing, spacing,  and  arrangement  of  material.    Describe  the  knowledge  and 
skill  required  to  decipher  or  interpret  marginal  notes  on  copy,  inter- 
lineations, and  abbreviations  cud  insertions. 


ly.    The  percentage  of  time  spent  in  operating  various  types  of  machines ,  such 
as  in  dictating-machine  transcription,  vari-typing,  electric  and  long- 
carriage  typevn^iting,  or  in  the  use  of  other  related  equipment. 

5.  The  frequency  Virith  which  special  rush  assignments  are  received.  Point 
out  the  nature  of  such  typing  work,  and  the  particular  difficulties  that 
are  met. 

6.  Performance  of  clerical  duties  not  involving  t^^ing.     Describe  the  exo-at 
nature  of  such  duties,  and  the  amount  of  time  devoted  to  performing  them. 
Indicate,  for  example,  what  is  done  in  the  vj-ay  of  filing  material,  keep- 
ing records,  reviev;ing  and  processing  mail  and  official  documents,  giving 
out  information  in  person  or  over  the  telephone,  compiling  data,  and 
preparing  reports. 

7.  Responsibility  for  detorroining  m.ethods,  techniciues,  or  procedures,  i.e., 
the  v/ay  in  v/hich  something  is  to  be  done. 

8.  The  nature  and  purpose  of  personal  contact  work.    Indicate  with  -whom 
such  contacts  occur  and  -jhat  is  accomplished  through  the  contacts.  Be 
sure  to  indicate  authority  to  act,  or  to  represent  the  office  on  matters, 
or  to  make  commitments  involving  the  vrork. 
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9.    From  vdiom  supervision  is  reccivod,  and  the  nature  of  that  sapcrvision. 
Indicate  hov;  assignments  are  received^  the  kind  of  instructions  given 
vfith  assignraents,  osid  the  nature  of  checks  on  vrork  in  progress.  Point 
out  vriiat  rcvicv;  is  made  of  completed  work^  and  T/hat  t^-pes  of  questions 
are  referred  to  the  supervisor  for  decision  or  discussion, 

10.    Employees  supervised.     Indicate  the  title  and  classification  grade  of 
each  position,  and  the  name  of  the  incurabont.     Describe  the  manner  in 
v;hich  supervision  is  exercised,  and  what  problems  of  planning, 
coordination,  and  control  exist. 
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SPLGIAL  QUEST  lOII  LIST 
for 

STEilOGRAPHSR  AKD  CLERi:  STENOGRAPHER  POSITIONS 

The  folloviTing  list  of  suggested  itens  is  offered  as  an  aid  to  position  classifiers 
in  auditing  and  evaluating  stenographer  and  cleric  stenographer  positions.    Few  • 
positions  will  require  ansv;ers  to  all  of  the  questions.     All  are  included  in  this 
list  to  neJ:e  sure  that  every  ii:iportant  part  of  a  Stenographer  or  Clerk-Stenog- 
rapher position  is  credited  in  deternining  the  classification  and  grade  level  of 
the  position.    If  any  question  does  not  apply,  it  should  be  ignored. 

Indicate : 

1.  Percentage  of  total  v^rorking  time  spent  in  talcing  and  transcribing 
dictation, 

2.  The  frequency  vfith  which  unusually  difficult  or  novel  terras  and  expres- 
sions appear  in  the  dictation.     Cite  exar.iples  of  such  terns  and  expres- 
sions.    Indicate  vrhether  or  not  special  training  was  received  in  the 
language  or  jargon  used  in  the  vjork  of  the  office^,  and  how  long  the 
course  ran. 

3.  The  variety ,  or  different  nvsaber,  of  subject  uatter  fields  covered  regular- 
ly in  the  dictation,  e.g.,  procureiaent,  civil  engineering,  personnel, 
accounting.     Indicate  the  loiov/ledge  required  of  the  subject  inatter  in  each 
case, 

I+.     VJhether  or  not  the  dictation  itself  requires,  for  effective  recording,  a 
Icnowledge  on  the  part  of  the  stenographer  of  the  organization  as  a  whole, 
the  work  and  personnel  of  the  various  offices,  and  the  established  pro- 
cedures and  practices.    Give  examples  of  the  nature  of  such  knowledge 
requirements . 

5.  Skill  required,  in  terms  of  speed  and  special  accuracy  requirements.  Indi- 
cate the  extent  to  which  absolute  accuracy  is  needed  and  the  consequence 

of  errors. 

6.  Amount  and  Iciiid  of  group  dictation  including  hearings,  conferences,  tele- 
phone conversations.     Indicate  vfhether  dictation  is  taken  verbatim  or 
whether  the  gist  of  the  discussion  is  talcen.    Shovf  hov^  many  participate 

in  the  discussions,  whether  interruptions  by  the  stenographer  are  permis-  " 
sible  to  request  repetition  or  clarification,  and  the  length  of  the 
sessions.     Indicate  how  much  of  total  working  tixae  is  taken  up  by 
this  viork. 


7. 


Whether  dictation  is  taken  in  a  foreign  language. 


8,  The  amount  oi  tirae  devoted  to  non-steaographic ,  clerical  duties  and 
the  ex&ot  natui^e       auch  duties >    For  exaiAple: 

-  Maintaining  files  and, records.     Describe  the  content  of 
these,  their  size  or  scope,  and  the  purposes  they  serve. 

-  Receiving  visitors  and  telephone  calls  to  the  office.  In- 
dicate the  frequency  vfith  which  these  come  in,,  and  how  they 
are  disposed  of. ■ 

-  Composing  correspondence,    Shovi  the  amount  and  nature  of 
such  correspondence, 

-  Searching  for  and  compiling  data  and  material  for  the  use 
of  the  supervisor.     Indicate  the  general  character  of  the 
information  gathered,  the  sources  of  information  consulted, 
and  the  uses  made  of  the  data. 

-  Reviewing  outgoing  correspondence.    Point  out- the  extent  and 
^. ,       purpose  of  such  review, 

-  Maintaining  office  supplies  and  equipment,  preparing  requi- 
sitions and  orders,  expediting  the  progress  of  materials  and 
docuraents,  distributing  supplies. 

-  Participating  in  administrative  operations,  as  in  processing 
personnel  actions,  establishing  and  maintaining  budgetary  con- 
trols, organizing  and  assigning  work,  or ^planning  and 
negotiating  space  and  equipment  arrangements. 

9.  The  nature  and  amount  of  pergonal  contact  work,  shov;ing  the  extent  of 
authority  to  cojimit  or  represent  the  office^  or  to  dete-rmine  what  in- 
formation is  to  be  given  out  over  the  telephone  or  in  person.  Give 
examples.     Point  up  prQ|)lems  and  difficulties  arising  in  such  re- 
lationships. 

10,  Frojii  whom  supervision  is  received,  and  the  nature  of  that  supervision. 
IncHcate  how  assignraents  are  received,  the  kind  of  instructions  'given 
Y/ith  assignments,  and  the  nature  of  checks  on  vrork  in  progress. 
Point  out  what  revieiY  is  made  of  completed  vrork,  and  '-.rhat  types  of 
questions  are  referred  to  the  supervisor  for  decision  or  discussion. 

11.  Ei'Aployees  supervise(;|.     Indicate  the  title  and  classification  grade  of 
each  position,  and  the  name  of  the ;  incumbent.    Describe  the  manner  iti 
which  supervision  is  exercised,  and  vj-hat  problems  of  plamving,  coor- 
dination, and  control  exist. 
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Personnel  Division 
Classification  Section 
iillo cation  Factors 

One  of  our  field  classification  investigators  recently  indicated,  that  it  vrould  be 
helpful  if  vj-e  could  develop  soine  good  raaterial  regarding  allocation  factors.  The 
following  is  a  consolidation  and  revision  of  some  material  on  this  subject  Virhich 
has  been  developed  by  the  Wavy  Department.     To  our  knovfledge  it  constitutes  the 
best  material  of  this  nature  v/hich  is  available  at  present. 

There  are  listed  8  basic  allocation  factors  v;hich  generally  are  common  to  any 
position.    To  facilitate  the  evaluation  of  these  allocation  factors  is  a  list  of 
questions  designed  to  develop  information  of  value  in  determining  the  presence  and 
degree  of  each  allocation  factor  in  a  specific  position.    No  attention  has  been 
given  to  questions  designed  to  develop  information  on  the  services,  or  class  of  po- 
sitions under  consideration  since  determination  of  these  features  is  the  least 
difficult  part  of  the  allocation  process.    This  list  is  not  all-inclusive  and 
should  be  added  to  or  disregarded  as  any  specif  ic  •  situation  v/arrants.    "h  vrauld 
appreciate  suggestions  or  comments ■ as  to  additional  questions  Y/hich  your  experience 
indicates  are  valuable. 


Allocation  Factors 

I.    Supervisory  control  exercised  1. 
over  the  position. 

2. 

'  3. 

U. 
5. 


Pertinent  Questions 

'vJhat  is  the  grade  and  organizational 
location  of  the  Supervisor' 

How  are  assignments  made  to  the  incum- 
bent?   (i.e.  -  oral  or  vrritten?) 

Hov;  is  his  work  revievred  or  checked? 
(thorough  or  spot  cheeky  daily  or  inter- 
iiiittent^  evaluation  only  of  final  re- 
sults of  actions  taken; ) 

V/hat  is  the  purpose  of  the  check  or 
review? 

i'liliat  final  actions  does  employee  take 
v;hich  are  not  subject  to  revievf  or 
approval ? 


6.    Hovj-  do  such  actions  affect  program 
operations'? 


II.    Availability  and  Ilature  of 
Guide  Lines. 


1.     V/hat  decisions  and  judgments  does  the 
employee  make  and  on  v;hat  are  they 
based? 
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Are  such  decisions  and  judgments 
based  on  clearly  established  prece- 
dents;, rulesj  regulations  or  oral 
instructions  ? 


3. 


5. 


Are  problems  encountered  in  ascer- 
taining v.'hat  precedents  apply  or  in 
determining  whether  such  precedents, 
rules ^  etc.  exist?    If  so^  what  are 
these  problems  ? 

V/liat  special  training  is  required  to. 
determine  applicable  precedents  and 
whether  they  are  applicable, 

VJliat  kind  of  assistance  or  advice  is 
given  the  incumbent  by  others  in 
determining  v/hat  to  do? 


III,     Originality  of  thinking  required.      1.     Vfliat  parts  of  the  job  are  not  govern- 
ed by  established  procedures rules 
or  precedents  or  reference  to  others? 

2.     In  such  cases  what  criteria^  source 
material;,  etc.  ^  does  incu:abent  refer 
to  or  adapt? 

In  what  vrays  are  imagination  and  in- 
ventiveness required  to  carry  on 
assignjuents? 

Vfliat  are  exaraples  of  such  situations? 

VJhat  essentially  different  kinds  of 
v^ork  are  done?     (i.e.  analysis ^ 
investigation;,  composition^  etc. ) 

ViJhat  distinctly  different  skills, 
training,  experience  or  knowledges 
are  needed  in  the  vrork? 


IV.  Variety 


3. 

A. 
1, 

2. 


V,    Purposes  end  nature"  of  Personal 
relationships. 


3. 

4. 
5. 

1. 
2. 


Are  these  skills  or  requirements  re- 
flected in  recruii 
for  the  position? 


fleeted  in  recruiting  qualifications 


l-Tnat  different  techniques  are  used.' 

Does  the  incumbent  have  to  be  a 
specialist  in  more  than  one  field 
of  vrork? 

iTho  is  contacted  and  what  is  their 
position? 

V/hat  is  the  purpose  of  such  contact"' 
(a)  to  obtain  inf or.aation;  (b)  to 
give  information;  (c)  to  obtain  co- 
operation; (d)  to  persuadR  official 
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to  follow  a  cei^tain  coui^se';  (e)  to 

■  del  end' a  policy  or'actioJi  taken"' 

3.     .-lio.t  problens  and  difficulties  are  in- 
volved, because  of  opposing  factS;, 
■   "    ■'    "  policies^  actions^  argoiiientsj  etc.?  ■ 

I^.     .,'hat  is  the  iraportance  of  the  contact 
■  ■     '  I  ■■  -y  ■■■      ■  work ''■  •' 

VI,    Mature  and  Scope  of  Coi^imitaents,        1.    "jli?.t  actions  is  the  incumbent  author- 
ized to  talce  such  as  approvals^  agree- 
"    ■    .  ,  '  '     '     ■  ments  or  promises  -which'  coiiirait  the 

■'■  '■■  ■  organization  to  a;  definite  coarse  of 

"■' "      '  "    .     .  action, 

•    '    '  '2.     '.j"hat  are  the  possible  results  of  such' 

~ '  actions  r  '  .■  ^  .  : 

■  3.    TJhat  kind  of  statements  is  the  incum- 

bent authorized  to  mal^e  concerning 
,  ,  '         '     -  organiizatidn  policy^  procedurej  or 

courses  of  action?-    ■  • 

'  ■        'Jhafis  the  basis  of  COiiiriiitments  made 

(i.  e.  precedent^,  rules ^  regulations ^ must 
■  these  be-  interpreted  J  if  so^,  :hovif?)  , 

yil,    nature  of  control  of  vrork-  of         -   1.    '.lhat  ■  kind- of  supervision  does  incuiTi- 
others..  ■  ■     -  '-■     bent '  give-  to  positions  under  his  con- 

"  ; :  '     ■  -  ■  ■troi?^ 

■'  ,     .  ■  ••             '(a)  does  he  plan  and  organize  the  work 

•/.V    ■■ .  -              (b)  does  he  personally  distribute  and 

•      '           '  '  ' '    ■  direct  the  work  J    .  .,     ,  ' 

■  •                      (c)  does  he  personally  review'  all  work 

"   ,     ,              "'  '              performed  by  subordinates;. 

■  ■  ■   .  •                 ■  (dj  does  -he  delegate  such  immediate 

■  •   ■  •       ■  _  ■      supervisory  assignments  to"  subordi- 

.        ''■■;.''        ■  nates  ^     '     '  ■ 

-(e-)  i-s  the  supervision' 'basically  of  a 

*■       "     '   ■.             ■'•  ■    ■   •  ■managerial  nature  or  that -of  a 


VIII.     :.-ui..iber  and  Level  of  Positions         1.    Hovr  many  positions,  of vdiat- titles -and 
Controlled.  ,  grades  are  under  the  control  of  the 

..   :    incumbent'?      : •.   :     ^  -■ 


The  above  allocation  factors  are  proposed  to  apply  g-enc rally  to  almost  any,  position 
which '.yoa  may  haire  under  •consideration:    The  first  three  arc.  eonsideredv  td,-be 
about  50  percent  more  important  than 'the  others.'^ and  they  should  be  giten.  this  ad- 
ditional value  in  allocating  positions.       ■  '  -.  ',.  , 


l'"oa  vdll  notice  thr.t  "^^.ur.lif ication  KcqairGjnents"  have  not  been  included  as  a 
separate  allocation  factor.    This  clei.ient  usually  is  an  iiiiportant  factor  only  in  a 
fevf  professional  or  technical  positions;  in  raost  positions  it  is  subordinate  to  the 
other  elements  listed.     Because  of  the  ease  v>rith  which  the  importance  of  this 
factor  is  recognized  in  the  fevf  positions  to  which  it  applies  ve  do  not  believe  a 
thorough  discussion  is  necessary.    Exoraples  of  positions  in  vfhich  qualifications 
iTiight  be  a  factor  carrying  considerable  vrcight  would  be  research  consultants  or  any 
other  highly  specialized  technical  advisory  position. 

We  are  also  attaching  a  list  of  special  questions  for  specific  types  of  jobs.  Thes 
special  questions  provide  osi  excellent  basis  for  investigating  those  classes  of 
positions  to  wliich  they  pertain. 

The  position  cvoJ.uation  pattern  which  is  attached  y;as  developed  by  the  Kavy  Depart- 
ment in  Dxi  endeavor  to  measure  mathematically  the  degree  to  vrfiich  each  allocation 
factor  exists  in  a  position,  ,  In  using  this  form,  the  position  classifier  deter- 
mines the  correct  riaount  of  each  factor  and  marks  it  on  the  pattern.    The  complete 
key  by  v/hich  the  tota,ls  obtained  arc  converted  into  a  classification  grade  is  not 
available.    The  position  evaluation  pattern^  however^  may  be  used  advcjitageously 
as  a  check  list  in  your  analysis  of  positions  in  order  to  assure  that  the  eight 
basic  allocation  factors  arc  given  full  consideration. 

The  excellent  material  which  follovrs  is  an  excerpt  from  o.n  article  by  Stanley  T. 
Orear^  Lieut.;,  U.S.ri.R.  which  appeared  in  the  December^  19-^3  issue  of  Personnel 
Administration.    VJo  believe  that  it  will  be  of  consider^'.ble  interest  to  you  in  re- 
lating the  questions  ¥:hich  wo  have  set  forth  to  the  position  evoluation  pattern. 

I.     SUPZRVISORI  CONTROL  liCERGISED  OVER  TIE  V/ORK 

This  factor  serves  to  measure  the  work  of  the  position  as  to  the  degree  of  dcliber- 
ato;,  planned  control  exercised  over  it  by  higher  authority.     The  control  vj-ith  vdiich 
this  factor  is  concerned  is  POSITIVE  and  reflects  the  considered  decision  of  higher 
authority  to  limit  the  nurabcr  of  operations  which  the  incumbent  is  to  perform,  the 
kinds  of  decisions  x^rhich  he  may  molzc^  and  the  degree  of  finality  of  those  decisions 
Of  course  the  method  by  v/hich  this  control  is  applied  varies  from  occupation  to 
occupation  and  even  v/ithin  one  occupation  different  methods  are  used  at  different 
levels.     In  many  laanual  and  some  white  collar  occupations  supervisory  control  is 
effected  through  actual  physical  demonstration  to  show  v/ho.t  is  to  be  done  and  throu 
the  physical  measurement  of  the  results.    Supervisory  control  over  work  virhich  is 
entirely  mental  in  character  may  be  applied  through  oral  or  written  directions , 
through  requiring  periodic  progress  reports  (oral  or  v/rittcn);.  or  both.     In  some 
cases  the  control  may  be  effected  through  indirect  checks  of  results,  as,  for  ex- 
ample, by  consideration  of  the  degree  of  public  acceptance  or  disapproval  of  the 
major  results  of  a  public  activity  under  the  charge  of  the  incuiubent  of  the 
position  concerned. 

To  illustrate  further  the  nature  of  this  factor,  two  engineers  may  have  identical 
tasks  in  estimating  and  designing,  but  if  estimates  and  designs  of  one  arc  used 
directly  as  a  basis  for  the  expenditure  of  materials  and  labor;,  vfithout  review  and 
approvri  by  higher  authority,  Vvrhile  all  designs  and  estimates  produced  by  the  other 
arc  reviewed  for  technical  adequacy  by  the  superior  v;ho  assigned  the  work,  then  so 
far  as  this  factor  is  concerned  there  is  a  measurable  difference  between  the  tvro 
positions.    This  factor  should  not  bo  confused  vj-ith  the  "guide  lines"  factor. 
VJhilc  this  one  is  conc^rn^d  with  the  vrhy  rnd  how  of  deliberate  SUPERVISORY  GUIDMJCE 
and  restriction,  the  other  has  to  do  v.dth  those  SUBJECT  i:ATTER  and  OPERATIONAL 


liinitc.tions  and  controls  v;hich  govern  the  decisions  I'dado  by  the  raan  on  the  job. 

II.  .:  AVAILABILITY  AI^;D  NATURj^  OF  GUIDE  LILSS 

This  f?.ctor  is  one  of  the.;raost  significent  measures  ofj  to  put  it  loosely^  vfhether 
the  mental  vrork  of  a  position  is  hard  or  easy,  v/hethor  its  requirements  for 
knov;ledgCj  skill  o,nd  ability  . are  great  or  smoll. 

A  large  part. of  the  vrork  .of  ?jiy  position,  excepting  only  purely  physical  effort, 
involves  the.  examning-,  appraising,  and  interpreting  of  available  facts  and.  the 
making, of  decisions  on  their , meaning*   , That  moaning,  in  turn,  is  determined, largely 
,  by  reference,  to  precedents,  regulations,  vrork  practices,  professional  standards, 
and  personal,  experience.    These  precedents,,  practices  and. the  like  constitute  the 
body  of  "guide  lines,"  vrhich  play  a  inajor  role  in  governing  the  work  of  the  dr-ri'ts. 
man  and  the  physician,  the  executive  and  the  mail  clerk. 

III.  '    ORIGnULITY,OF..THIMII^G  RijyiJIRED  .'■        -        '  ' 

Some  positions  vrhich  are  characterizec;!' by  relatively  high  degrees  of, -several  of  the 
other  factors  have  very  minor  originality  requirements.    Others  irhich  have  little 
variety,  involve  making  no  commitments,  include  no  supervisory ; responsibilities , 
cxid  require  little  or  no.  contact  vrith  others,  may  require  originality  in  high 
degree, , 

For  example,  the'  chief  clerk  of  an  organization  may  deal  vrith  a  variety  of  problems 
vrhich  require  different  kinds  of  knovrl edge  and  skilly  he  mcay  make  commitncnts  of 
considerable  iiaportance;  and  he  may  have  to  control  the  vrork  of  many  subordinates. 
At  the  srjAC  tij-.ic,  no  one  of  his  tasks  may  reo^uire  much  actual  originality,  every 
problem  either  being  decided  by  rule  or  precedent  or  referred  to  higher  authority. 

By  contrast  a  physicist  position  at  the  first  pr  second  professional  level  may  re- 
quire the  use  of  a  high  degree  of  Lmagination  and  inventiveness  in  finding  solutions 
to  problems  v.-hich  have  never  been  solved  and  vrhich  cannot  be  dealt  vrith  by  simple 
referral  to  higher  authority'-.    Thus,  v.-hen  each  position  is  evaluated  in  terms  of 
ALL  of  the  factors,  although,  the  chi.ef  clerk  position  may  .clearly  require  allocation 
to  a  class  of  higher  level  than  does  the  physicist  position,  vre  are  assured  that 
adequate- recognition  has  been  given  to  an  impo-rtant  eleracnt  of  that  latter  position. 

A  .relatively,  high  degree  of -this- factor  is' often  fpund  in  positions  involving  crea- 
tive -rrriting,  as  in  the  vrritlng  of  ^  propaganda  intended  to.  .cause  predetermined  mental 
and  emotional  responses  -and '  to , induce  desired  action  on  the  , part  of  the  .reasons  or 
listeners.  ,  : 

IV.  VARIETY 

Perho,ps  no  otiicr  single  element  serves  so  vrell  to  distinguish  bctvreen' different 
levels  of  vrorl-i  as  the  degree  of  vc^riety,  but  to  serve  this  purpose  vrcll  the  term 
must  necessarily  be  given  a  fairly  precise  mer.ning.     Specif ically,;.-that  meaning  is 
the  extent  to  :.'hich  the  vrork  done  includes  ESSSIIT TALLY  DIFFSRSl'JT  THINGS. 

Variety  is  significant  for  classification  purposes  only  as  it  frial<;cs  the.  vrork  of 
the  position  as  a  vrhole  more  complex,  thus  adding  measurably  to  the  qualifications 
required.    That  is^,  if  in  one  position  m.^iiy  different  kinds  of  techniques  (and 
consequently  diverse  skills  and  knovrli-:dge)  must  be  used,  vrhile  In  another  the  srjiie 
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task  performed  by  the  some  method  is  repeated  again  and  again^,  the  degree  of  VARIETY 
is  greater  in  the  first  than  in  the  second  position. 

To  illustrate  further^  a  given  file  clerk  position  may  involve  the  maintenance  of 
ten  different  sets  of  files,  some  alphabetic,  some  nujueric  and  some  geographic.  The 
filing  and  related  opera.tions  may  include  sorting,  labeling,  inserting,  cross  in- 
dexing, pulling,  charging  and  reporting  on  transactions.    To  the  file  clerk,  it  may 
seem  that  she  does  a  "variety"  of  different  things,  yet  the  personnel  man  who  is 
evaluating  the  position  cannot  recognize  a  very  high  degree  of  the  ALLOCATIOi:  FACTOR 
of  variety  in  the  v-ork.    Kis  analysis  tells  him  that  the  placing  of  material  in 
alphabetic  order  in  the  "contract"  file  is  not  Ei:SEriTIALLI  DIFFERSITT  from  going 
through  vfhat  is  practically  the  same  mental  process  in  placing  it  in  the  "creditor"  ,. 
file.     Further  he  finds  no  inherently  different  skills  or  knoy;ledge^  necessary  to  " 
extract  and  post  specified  figures,  to  arrange  file  materials  in  numerical  order, 
to  hand-v/rite  labels  and  paste  them  on  folders,  and  to  compile  monthly  reports  of 
the  number  of  pieces  filed  in  each  category. 

By  vfo-y  of  contrast,  the  next  position  vfhich  the  classifier  evaluates  may  be  that  of 
a  Federal  budget  analyst.    The  yrark  of  this  position  may  involve,  araong  other  duties 
the  m.c.king  of  estiraates  of  future  requirements  for  personnel,  supplies,  equipment, 
space,  comraunications,  printing  ond  travel.    This  estimating  process  may  in  turn  re- 
quire that  the  budget  analyst  master  the  essentials  of  the  various  programs  of  the 
organization,  that  he  appraise  the  effectiveness  of  the  methods  used  to  carry  on 
those  programs,  that  he  understand  and  follov/  the  budget  making  procedures  pre- 
scribed by  the  Budget  Bureau  oiid  the  Congress,  that  he  use  semi-professional  ac- 
counting techniques,  and  that  he  make  effective  witten  and  ovb.!  presentations  of 
the  organization's  needs  Virith  relation  to  v/hat  it  does  and  hoi.T  it  does  it.  Here 
the  classifier  finds  that  several  of  the  operations  performed  ARE  essentially 
different,  requiring  the  use  of  UIIRELATLD  TECMIQUES  and  calling  for  a  diverse  body 
of  knowledges  and  skills.    There  is  no,  particular  subject  matter  or  method  relation- 
ship betvfccn  the  analysis  of  work  load,  the  application  of  ?.ccounting  principles  to 
the  maintenance  of  fiscal  control  accounts,  and  the  effective  oral  presentation  of 
the  agency's  co,se  to  a  group  of  skeptical  Budget  Bureau  Examiners  or  members  of 
Congress.     In  his  evaluation  of  this  position  the  classifier  ^,.111  obviously  deter- 
mine that  the  variety  factor  is  present  in  relatively  high  degree. 

V.    PURPOSE  AND  NATURE  OF  PERSON-TO-PERSON  vVOPIi  RELATIONSHIPS 

The  signif  icrjice  of  the  personal  relationships  involved  in  the  work  of  many  position 
as  a  determinant  of  level  has,  like  the  v/eather,  been  much  discussed — and  about  as 
little  has  been  done  about  it.    That  it  constitutes  a  significant  distinguishing 
characteristic  is  obvious 3  it  a,ppears — in  fact —  more  often  than  many  other  factors 
as  the  ONLY  distinguishing  element  between  two  positions  v.-hich  are  othenvise 
identical. 

Consider,  for  example,  the  frequency  vj-ith  which  ;/e  find  tvro  stenographic  positions 
v/-hich  involve  vfork  of  the  same  degree  of  variety,  under  the  sarae  kind  and  ajnpunt  of 
supervisory  control,  and  subject  to  the  scjae  guide  lines,  but  involving  in  one  case 
a  substantial  cjaount  of  personal  contact  vdth  top  officials  on  matters  v/hich  must 
be  handled  vrlth  e::trcme  finesse  and  in  the  other  no  pcrson-to-person  relationships 
beyond  the  routine  exchange  of  v/ork  materials  vrith  felloviT  employees. 

Unless  the  real  significance  of  the  factor  is  understood  by  the  classifier  its  use 
is  likely  to  detract  from— rather  than  add  to — the  accuracy  of  the  evaluations  made. 
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.  First,  the  mere  VOLUIZE' of .  personal 'contact  is  not  of  raajor  significance.     Sonic  in- 
lonaation  clerk  positions  inv:olve  little,  clse^  .but  if  the  information  conveyed  is 
purely  factuoJL  and  each  question  asked  calls  for  only  one  obvious  answer.,  only  a 
relatively  lov;  degree  of  the  factor  can  be  considered  to  be  present.    By  . contract, 
a  management  engineer  may  devot-c  nine  tenths  of  his  time  to  studies  of  vrork  load, 
staffing  requirements .and  organization  problems  and  spend  the  remaining  tenth  on 
person-to-person  relationships  with  top  executives . and  legislators — explaining,  de- 
fending and  selling  the  agency.' s  whole  program.     In  this  case  the  i-^Ui\I'7riTATIVELY 
small  amount  of  personal  relationship  is  ^iUALITATIVELY  of  such  a  character  as  to 
indicate  a  relatively  high  degree  of  the  factor. 

Further  J  the'  RANK  of.  the  persons  dealt  vdth  does  not ,  necessarily  fix  the  degree, 
since  even  though  some  employees, deal. frequently  and. in  person  ydth  the  top  offi- 
cials of  iraport.ant  public- and  private  organizations,  they  deal  vdth  them  only  to 
the  extent  of  receiving  or. giving  cut  and  dried  information  and.  do  not  explain  or 
secure  acceptance  of,  or  question  or  defend  the  policy  or  procedure  to  viiich  the 
information  relates. 

VI.  .  MATURE  AND  SCOPE  OF  COLiilT; SWTS  . 

Although  the  natur'j  and  the.  degree  of  "authority",  vested  in,  a  position  arc  alv'ays 
of  concern  to  the  position  evaluator,  authority,  as  such,,  cannot  bo  defined  in  such 
a  Way  as  to  make  its  evaluation  practicable^,    Hovrever,  in  this- evaluation  pattern 
authority  is  sub-dividod, . and  .certain  clearly,  identifiable  kinds  are  made  measurable 
in  terms  of,  for  excmplo,  authority  to  .control  the  yrork  of ^  others,  _authority  to  malcc 
decisions  in  accordance,  v/ith  applicable  guide  lin.cs,  and  authority  to  cccure  the 
cooperation  of  other  persons  or  organizations  through  personal  contacts. 

Still  another  important  aspect  of  the  authority  content  of  a  position  is  represcntod 
'by  the  right  (or.  obligation)  of  its  incujubcnt  .to  commit  the  orgojiization . to  follovf 
a  course  of  action  on  vrhich  those  to  whom  the  commitment  is  .m?.d.e 'Will  base  their 
ovm  policies  and  practices.    This  may  be  through  a  commitment  to  e:cpend  or  provide 
funds,  to  allow  oxp.cnditures  by  others,  to  approve  (or  disapprove)  .certain  kinds  of 
'.actions  by  others,  to  perform  a  certain  service,  or  to  assume,  responsibility  for 
■  leadership,  in  a  program  involving  several  organizations.    Vsliat ever  the  subject  mat-? 
tcT  of ■  the  commitrAcnt,  it  derives,  its  .classification ■  significance  from  the  extent 
to  v;hich  it  is  LB,E[TED  and'th-e  consequences  which  it  has  -for  the  organiza.tion  com- 
mitted and  for  those  to  vdiom  the  commitment  is  made. 

VII.  and  VIII,    NATURE  OF  CONTROL  OF  \70RK  OF  SUBORDINATES  MD  NUluBLR  AND  LEVEL^OF 

SUBORDINATE  POSITIONS 

This  factor  actually  measures  several  elements  vrhich  might  be  separately  identified 
but  -'^/hich  would  be  difficult  to  define  and  appraise  consistently  if  v/e  attempted 
to  isolate  them  completely .    That  is,  although  such  elements  as  planning,  coordi- 
nating, follov;ing-th rough,  leading  and  disciplining  are  all  more  or  less  involved 
in  controlling  the  vrork  of  others,  it  is  not  at  present  practicable  to  deal  vdth 
each  one  separately  for  purposes  of  evaluation. 

In  its  broadest  sense,  this  factor  really  comprises  tvro  distinct  and  measurable 
characteristics.    One  of  these  is  related  to  the  NATUPuE  of  control  of  subordinate 
positions,  the  other  has  to  do  v.lth  the  i.u^iGN'ITUDE  or  I.IASS  of  the  control  function. 

The  first  of  these^  nature  of  control,  can — as  a  practical  matter — be  so  defined  as 
to  distinguish  it  clearly  from  the  other  and  to  permit  the  degree. of  its  existence 
in  a  given  position  to  be  measured  rdth  satisfactory  accuracy. 
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In  certain  rcspocts  this  first  sub-factor  is  rolatod  to  the  factor  ''supervisory 
control  OVTjR  the  position. "    Every  position  is  subject  to  SOivlE  kind  of  control  by 
hi^fher  authority  and  every  position  involves  cither  the  exorcise  of  SOilE  degree  of 
control  of  subordinate  positions  or  NO  degree  of  such  control,     (In  the  latter 
cases  the  "zero"  credit  given  is  in  itself  significant  as  a  measure  of  relative 
value).    This  control  nay  be  relatively  mechanical^  i.e.  to  insure  that  every  task 
performed  is  fully  and  accurately  completed  in  every  detail  or  it  may  be, extremely 
general  having  only  the  purpose  of  insuring  that  manpov:cr  and  other  resources  arc 
used  to  mojiimum  advantage  to  accomplish  over-all  objectives  in  accordance  vdth 
major  policies.     In  one  case  the  supervisor  may  be  required  only  to  hand  out  ^.Tork 
ajid  s^.e  that  it  is  completed  ond  passed  along  to  the  next  operation.     In  the  other 
ho  may  be  required  (a)  to  plan  all  operations  vdth  a  vicv.'  to  the  kinds  and  amounts-^ 
of  personal  service,  vrhich  vdll  be  needed,  (b)  to  secure  the  right  kinds  and  araounts^, 
of  labor,  (c)  to  allocate  manpower  to  the  various  projects (d)  to  increase,  do-  ■  ^ 
crease  or  reassign  staff  as  needs  ■  change,  ond  (e)  to  deal  vdth  all  problems  of      •  ') 
employee  selection.,  discipline,  v;elfare  end  morale* 

The  other  supervisory-control  d  characteristic,  v,hich  concerns  magnitude  of 

control,  requires  further  subdivision  to  permit  its  practical  application.  Specif- 
ically, magnitude  of  control  of  subordinate  positions  must  be  measured  not  only 
vdth  respect  to  the  KUilBER  of  positions  controlled,  but  their  LZjVEL  as  vj-cll.  For, 
exrmple,  each  of  tv.^o  positions  may  involve  the  control  of  25  subordinate  positions, 
but  if  in  one  case  the  subordinate  positions  are  all  of  the  ontro,nce  clerical  level 
and  in  the  other  arc  of  advcjiced  professional  character,  a  difference  must  bo 
recognized.    This  can  be  done  easily  enough  by  considering  the  IJUI3ER  of  subordi- 
nate positions  :?iid  the  LEVEL  of  such  positions  as  separate  components.     It  should 
be  noted  that  v.tiile  the  seme  things  v;hich  arc  reflected  in  KiIVEL  of  subordinate  po-« 
sitions  are  unavoidably  measured  to  some  degree  by  others  of  the  factors  in  this 
pattern,  the  significance  of  the  s,heer  mass  of  manpov;er  for  the  use  of  v.ihich  the 
supervisor  must  plan  and  be  accountable  is  not  measured  to  any  mo-terial  extent  by 
the  other  factors. 

This  material  is  being  presented  in  an  effort  to  assist  the  employees  of  the 
Classification  Section  in  performing  an  accurate  md  complete  classification  job. 
This  objective  vdll  be  best  served  by  your  cooperation  oiid  assistrjiccj  therefore, 
v;g  request  that  you  advise  us  of  ojiy  questions,  suggestions,  or  additions  ^Thich 
yOu  have  to  make  about  this  or  miy  related  materi-al. 
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SPECIAL  t^UESTIOK  LIST 
for 

ilESSENGER  POSITIONS 


'he  follov.dng  list  of  sug'gcsted  items  is  offered  as  an  aid  to  position  classifiers 
n  auditing  r.nd  evaluating  ncssengcr  positions.    Fev^  positions  will  require  answers 
-)  all  of  the  questions.    All  are  included  in  this  list  to  make  sure  that  every  Lm- 
.rtant  part  of  a  liessongcr  position  is  credited  in  determining  the  classification 
nd  grade  level  of  the  position.     If  any  question  docs  not  apply it  should  be  ignored. 

ndicate : 

1.  Kow  regular  the  nail  delivery  and  collection  duties  are.     Indicate  Vfhethcr 
th'^^rc  is  responsibility  for  folloi'Ting  a  regular  routine  schedule 

2.  Route  followed  daily.     Describe  any  trips  between  buildings  in  widely 
separated  sections  of  the  city^  and  how  frequently  they  occur. 

3.  Service  in  any  special  capacity^  such  as  messenger  to  a  bureau  head. 

i^.    Amount  of  time  devoted  to  the  delivery  and  collection  of  confidential, 
secret 5  or  urgent  docuracnts,  papers  and  other  material. 

5.  Amount  of  tixao  devoted  to  the  performance  of  clerical  duties ^  as  the  sorting 
of  mail,  simple  filing,  etc.     Describe  such  work. 

6.  Participation  in  the  operation  of  office  machines.     Point  out  the  type  of 
machine  used,  and  the  time  involved. 

7.  Independence  in  planning  collection  and  delivery  routes. 

8.  r« umber  ojid  classification  grades  of  employees  supervised. 
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